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PROVIDE INFORMATION ON THE PURCHASE OR SALE OF A BUSINESS 

 

 

Step-by-Step Instructions: 

 

Purchased a Business/ Re-organized Business/Consolidated, merged or acquired a business. 

The instructions below are applicable if you 1.  Purchased a Business, 2.  Re-organized Business or 3.  
Consolidated, merged or acquired a Business. 

1. Navigate to the account maintenance home page using the instructions provided in the section – 
‘Navigating to Account Maintenance’. 

2. Click on the link ‘Provide Information on the Purchase or Sale of a Business’.  The following page will 
appear.  Choose the reason for the change using the radio buttons and click ‘Next’. 

 

 

 

 

 

 

 

 

3. The following page will appear.  Enter the requested information and click ‘Next’ to continue with the 
process. 

 

 

 

Introduction 
Experience transfers are initiated by the purchase or sale or change of legal entity 
type of all or part of a business.  The system will determine ownership type, 
common or non-common, and the type of transfer, full or partial, and will make a 
determination on the transfer.  New tax rates will then be assigned for your 
account.  This section of the document will explain how an authorized user can 
provide information on the sale or purchase of a business.  The system allows you 
to enter up to five different reasons to initiate an experience transfer and the 
information you are required to provide will vary according to the reason.  
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4. The following page will appear where you will be prompted to certify the information provided so far.  
Use the checkbox to certify and click ‘Next’ to proceed. 

  

 

 

 

 

 

 

 

 

5. The following page will appear where you will be presented with the option to add a different 
sale/purchase information.  If you do not have anything to add, click ‘Submit’ to continue.  

Choosing ‘Yes’ here will lead you to 
a different page than the one in the 
next step where you will be 
prompted to provide additional 
information.  
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6. The following page will appear with your newly assigned tax rates, calculated by the system based on 
the information you provided on the recent purchase of a business.  

 

 

 

  

 

 

 

 

 

 

Sale of a Business:  

The instructions below are applicable if you have sold your business.  

1. Navigate to the account maintenance home page using the instructions provided in the section – 
‘Navigating to Account Maintenance’. 

2. Click on the link ‘Provide Information on the Purchase or Sale of a Business’.  The following page will 
appear.  Choose the reason for business transfer as ‘Sold this Business’ using the radio buttons and 
click ‘Next’. 



 

 

 

 

 

 

3. The following page will appear where you will be prompted to provide information on the sale of your 
business.  Once you have provided all the required information, click on ‘Submit’.  

 

 

 

 

 

 

 

 

 

 

 

 

 

4. The following page will appear indicating that the process is complete.  You will also be presented with 
a link which you can use to suspend your account.  Please refer to the section on ‘Suspend Employer 
Account’ for instructions to suspend your account.  
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Changed Legal Entity:  

The instructions below are applicable if you have changed the legal entity type of your business. 

1. Navigate to the account maintenance home page using the instructions provided in the section – 
‘Navigating to Account Maintenance’. 

2. Click on the link ‘Provide Information on the Purchase or Sale of a Business’.  The following page will 
appear.  Choose the reason for business transfer as ‘Changed Legal Entity’ and click ‘Next’. 

 

 

 

 

 

 

 

 

3. The following page will appear.  Enter the requested information and click ‘Next’ to continue. 
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4. The following page will appear with your new tax rates as a result of the change.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


